3 December 195%

OFFICE OF PERSONNEL MEMORANDUM NO. 20-370-6

SUBJECT s Fitness Report

REFERENCES: Regulation Fitness ReporBpsx1A
Notice and 25X1A

RESCISSION: OPM 20-370-k, Fitness Report, dated L1 October 195k

1. The responsibilities of the Office of Persomiel in connechion
with “he Fitness Report are assigned as followss

ao Policy and Program Development. The Planning and
Anglysis Steii is responsible For t%ﬂommtion of policy
recommendations and program development. This includes
conbinwing analysis of the over-all eftectivensss of the program,
&3 well as the preparation of appropriate regulatory and pro-
cedural issuances for coordination with other componentse

=Eoke) b, Administration of Reporting System.
82
2= (1) The Processing snd Records Division (PRD) is
@a 3 responsible for notifying operating officials of the dus
g date of imitial and annual Fitness Reports and for
?jg, B following 1p Yo ensure completion of these Reporis. PRD
P will teb the Service Record Card, SF=7, for each %o
' indicate the due date of the next Report, PRD will also
E'}E wonitor personmel. actions requesting roassigmments and
R w1l be responsible for requiring Fitness Reports in
o cases of proposed reassigmments, in conformity with the
% referenced Headquarters Regulation, before fuxrther

processing the action, The Transactions and Recoxrds
Branch will document action held up for receipt of the
required Fitness Report by indicating appropriate dates
and action taken to get the Reporie

1071 &

(2) The Employoe Services Division (ESD) is respomsible
for advising operating officiels to submit Filness Heports
with sepairation actions,
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8o Revicw end Ansdysis of Fitwross Roports. Tas Ploscament
end Tedlitaiétden Diviedlon is resporgible Lor the peviow and anlyeis
of Fitmess Rsports. Thig imslvdes susponsibility Lor ecnsvltation
Uith cppropriate swervicory efficinls sogarding Fléorss Ropsreie
and pergepndd ogtions having o relationship to the centent of sush
TEPETLHe

do Admimiptrative Offiser. Tho Chiefy Proscssing cnd Resords
Divigion, 1P responsible for the administration of the Fitmoss
Repoxt program within the 0£fice of Personnsl smd will assuws ©ho
dutles of “adminictrative effiser® as soquired by parageaph 5o(1) o
referensod headquarters Reguvlotion.

@o Pervommel Carcse Servies Board. %ne Adwinigtrativo 0K fle0w,
poragreph 6 obove, WLl Crepemic vas offics eepy of the Fitmsos
Report om cach mamber of the 0ffice of Porsemne) to the Exscutive
Secretary of the Porsomnel Corser Servies Boswd, The Exseutivo
Seoretary Wil a £ile of ¥hope superts cud moke avadie
able te mcabors of the Coveer Soxrvien ond other efficiale of
the Offise of Persemmel, o

Lo Supcrvisors. The rosponcdbilitics of swervieors in come
noction WIEh the Fitmeos Ropord program cre dobailed im referemscd
Readqureters Rogulatien and Netieso Eeosh cuperviger dm the 0ffise
of Porscxmel i9 respomsible for tho promt svbmigsion of FMienios
Repastg, 08 poquircde

2o FPROCEDURES IN THE ADMINISTRATION OF THE F1TVNESS REPORT

8o Inm cccevdamse with seforenced Headquorters Netice, tho
- Processing and Resords Divisien (PRD) will sombimue cuvrrend pro=
cedwres consarning the Persomnel Fvaluvation Repert uwntil the
offective dates for bogimning the Fliness Rapors Progremo

bo Bogiaming 15 Osteber er sarliss, PRD will prepare ligts ef
employees for vhem Fiiness Reports will be due the following momth
Ench gush gt vill comtain the nemss, ergamizations and duws dodes
of reports of sush omployees within an operating cewponent as indie
eated in referonsed Notice. The lists will be trenemitied o tho
gpproprinte Administrative o Persomnel O0f£ficess in the eperating
sarponents, in triplieste; se ag to reach them en or boforo the 15t
day of sach momth, Fenrcil motation will be mado in Ttem Moo 18 of
the Serviee Hscord Caxd %o ivdieate the date action was initisted
ond tas due date of the Repozde

Go On or before the 15th day of the mouth Lellowing tho memth
in whleh the due date of the weport £ells, PRD wild prepare & Lol
dow~up 1igd of Fituess Reports which have not boen Foeeived in the
0ffice of Pergsommel for trensmittal to the apprepriate Administroe
tive or Persconel Officer in the operating sompevernt. The Chief,
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PRD, AR dniticto cpprepeiste astisa i these enscs uhen
mpgﬁs copecr 08 Gelingesad during Ghe scecnd meath Lelleuing.
the in wiich the dave of tho xepert Lollos Unpausd
delinguensy of this sort Bl Yo seporeed ¢o the Duputy Assistexd
Direster e Rwnomnele

do Complsted Roperts weseived dn the 0ffles Borsennel,
will be pestéd to the Scrvice Reserd Coxd and Rezyarded Go PUD
for Tovies ond cppropriste actiens Reprrts coctrpanylng separse
ticn esticns will be Keryerded o PUD tiwough HBD. Aftor proseose
ipg im PUD, Roporlts will be seturned to PRD Lo £iling in tho DBXAA
0ffieded Porseinsl Folder of the exployoe cometsiede
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